6.2

Dispute Process

There are 3 steps required for disputing a transaction. The process begins with disputing the
transaction in the CPCS application. The next step is printing the Dispute Form and the final
step is submitting the Government Cardholder Dispute Form to Citibank. Each of these steps are
detailed in the following sub-sections.

6.2.1 Dispute a Transaction

Users perform the following steps to dispute a transaction:

Step Action
1 Select the transaction to be disputed on the Reconcile Transaction screen
’E Reconcile Transactions (BCENS VER-2.5.0.0)
Reconcile Transactions
Card: [0515 1 of 1 card  Type [PURCHASE CARD  Narne: HWS HOTCAR1S
Trans  Purchase SIC Date Matched
Note  No. Date Wendor Amaunt Code Praop Received Ok? Dispute Mo,
™ hs34381 [o3-0cT-2004  [TAPLES | $41.91 [5943 [ 5 (-0 =
I [153468-5 [05.0CT-2004  [BUYCOMP.COM [ s5a55.00 [ras2 [ o0
™ [153468.7 [11-0CT-2004  |AARONS OFFICE PRODUCTS | 45075 |44 [ u |jo-0
' [153466-8 [11-0CT-2004  [OFFICE DEPOT $503.74 [5251 | | H o0
| 153468-12|20-0CT-2004 STAPLES $15.00 9399 [ H [jo-0
I [153468-1:20-0CT-2004  [A-1 cABLES - CONNECTICUT $1,195.00 5999 [ u o0
| 153468-1¢|21-0CT-2004 A-1 cABLES - MARYLAHD $2,390.00 |5999 u H [(jo0 =
Reference No: Im
Order Log | Mote | Wnrmatet Disate | ey Dishite I ACCS | Propert
By reconciling sny purchase | am verifying that the purchase price was, to the best of my knowledge, fair and reasonable
Furthermore, | have received the proper prior approval for this purchase
2 » Click on the |Note |button
» Add a brief note stating that the transaction is being disputed
4 Click the &l Save icon to save the Note.
O] 2 4[] 8l 5] o] =1
Review All Notes
|mTgn::1Est,“||/:r:u“sh.D - [4 FILE CABINETS, 5VDFT§\Z?$EE':?‘EER |na.329$533 0 -
<‘
=l
ADD PREVIOUS
3 Click on the B EXIT icon return to the Reconcile Transaction screen.
Note: If users attempt to exit the screen without saving, a dialog box prompts users to save
changes prior to exiting.
4

» Click on the N in the OK? Field to open the Status Codes pop-

up. -
» Double-click on Dispute or i Reuoncled j
Select Dispute and click on the button.
Note: Changing the Status Code to "D" automatically opens the J -4

Cardholders Statement of Questioned Item (BC605) screen.
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Step Action
5 The Cardholders Statement of Questioned Item (BC605) screen is populated with the
Cardholder's Name, Card Number, Telephone Number, Purchase Date of the transaction,
Reference Number, Merchants Name, Amount of the transaction, and the Statement Date.
"7 Questioned Hems (BCEO5 YER-2.5.0.0)
Cardholder S of Questioned ltem
| A NaTCARIS, WS [ T TR T ey
Th;L‘l’;ES:.:‘SDE is/:;;mn : da;;’;‘:;é’r:‘é: * MERCHAMT NAME AMOUNT STATEMENT DATE
I M-0CT-2004 IZ42ZE3BUIIH1326[IB1E?5|!? AAROHS OFFICE PRODUCTS I $239.00 26-0CT-2004
Please read carefully each of the following descriptions and check the one most appropriate to your particular dispute. It you haue any questiond,
call 1 (3000 782-2233 or 1 (#16)$23-3847. Wiz will be happy to advise you in this marter.
Creation Date. Dispute Code_Dispute Sub Code Reason “Wendor Cortact Date Disputed Amount
I_L
6 Double-click in the Dispute Code field and select
the applicable code from the list of values. sinde
CODE|DEECRIFTION
ller!!fl't-lf‘)Rl?Fnh\b\ll .?F-'PH:')LF: nan:. . —
Note: Descriptive text will automatically populate A ST NS
on the Cardholders Statement of Questioned Item
form based on the selected dispute codes. poomes
. "loh; Jﬂfroliglc:il-EAEH[:lW- REASDNS AFFLY
J me | LI
ﬂl Q1 | cancel
7 Double-click the Dispute Sub-Code field and select
the applicable code from the list of values.
Note: Some of the Dispute Sub-Codes may only have L 2
one valid value, depending upon the Dispute Code o] [ac] coa
specified in the previous field.
8 In the Reason field, enter an explanation for the dispute.
Note: Depending upon the Dispute Codes specified in the previous fields, a further
explanation for the Reason is optional.
9 Enter the Vendor Contact Date with the date the vendor was contacted regarding the disputed
transaction.
10 In the Amount field, enter the amount that is being disputed.

Note: The amount disputed does not have to be the transaction amount; if there is a
difference between the order amount and the transaction amount, the disputed amount is
the difference between the two.
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Step Action
11| Click on the <EXIT> icon B and the system ]
prompts users to Save the DiSpUte. o Do you wantto save your changes before exiting?
Mo | Cancel |
12 | Click to save the dispute and return to the Reconciliation Transaction Screen.
Note: The dispute process is not complete until the Dispute Form has been printed and
submitted to Citibank; refer to Sections 6.2.2 and 6.2.3 for details pertaining to those steps.
13 Click the =l Save icon to save the disputed transaction.
14 Click on the B EXIT icon return to the cardholder’s menu.
Note: If users attempt to exit the screen without saving, a dialog box prompts users to save
changes prior to exiting.
6.2.1.1 Print the Dispute Form

Users perform the following steps to print the Dispute Form:

Step Action

1 Select the Monitor Outstanding Dispute (BC-625) or View Dispute (BC-608) menu option.
2 Highlight the disputed transaction

s Monitor Outstancing Dispuses (BG6 _-=. —

Cartrambee, MO 1 of 1 cod
- — . o Dlspmdﬁmllcﬁnm
‘:::'::‘ f;ﬁ_ g‘&&@ un.-:-lr PRODUCTS %ﬁ% E
B |_oueion | hae | T
| mote | vewospan | aces | meen [ o]

3

Click on the button to generate the Government Cardholder Dispute Form
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Step Action

4 The Dispute Form can be viewed using Adobe Acrobat Reader. The following is a partial
illustration of the dispute form:

GOVERNMENT CARDHCOLDER DISPUTE FORM

INQUIRER'S MAME: (1) EQTCAR:LS, NWS | DATE: (2) P8-NOV-2004
CARDHCLDER'E MAME: (3) FQTCAPJ-;: HWE |
RCOOUNT NUMBER : (4) 4-4-8-6-7-0-0-0-0-0-3-4-0-5-1-5

CARDHOLDER: PLERSE PROVIDE A COPY OF ANY INFOEMATION/FORME REQUESTED BELCW ALCNG WITH THE STATEMENT THE
DISPUTED CHARGE APPEARE CON. PLERSE FAX TO, (605)357-201% or MAIL TO:Citibank Government Card
EServices, P.0O. Box 6125, Sicux Falls, ED S57117-6125.
This form muat be filled out completely and forward to Citibank within 60 calendar daye of receipt of
your invoice.

DATE: (5) [01-0CI-2004 DOLLAR AMOUNT OF CHARGE: (6)] &  238.0

MERCHENT : (7) FiﬁOHS OFFICE PRODUCTS

CARDHOLDER SIGNATURE: (8]

Please read carefully each of the following descriptions and check the one most appropriate to your
particular dispute. If you havwe any questions, please contact us at(200)790-7206 or (overseas call collect at
(904] 964-7950) . We will be more than happy to advise you in this matter.

5 Select File — Print from the drop-down menu
or

Click on the Print icon ﬂ

Note: The Dispute Form must be submitted to Citibank; please refer to Sections 6.2.3 for
additional details

6.2.1.2 Submit Dispute Form to Citibank

The most important part of the dispute process is submitting the form to Citibank in a timely
manner. Users have 60 days from the date of the statement in which the dispute appears in order
to ensure receiving a credit for unauthorized charges. Users perform the following steps to
submit the Dispute Form:

Step Action

1 Print the Government Cardholder Dispute Form, using the procedures in the previous section.

2 Verify that the dispute form is complete and accurate with the cardholder name, credit card
number, and transaction information.

3 Sign the dispute form.

4 Attach any supporting documentation applicable to the disputed transaction.

5 Submit the form via fax to Citibank Disputes in South Dakota at 605-357-2019.

Note: The Cardholder Statement of Questioned Item Screen includes a phone number to call
if users have questions. Please disregard this phone number. A request has been submitted
to have this screen updated. If you have any questions regarding a disputed transaction in
CPCS, please contact the CAMS Client Services Help Desk at 301-427-1023 or your
servicing ASC. DO NOT call the Commerce Bankcard Center (CBC).
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6.2.1.3 Dispute Form Example

The Government Cardholder Dispute Form consists of 3 pages. The first section includes the
cardholder’s name and account information. The next block includes instructions for submitting
the form. A signature block appears below the cardholder instructions.

The remainder of the first page includes the descriptions applicable to disputed transactions; this
information is continued on the second page. The applicable box within this section is dependent
upon the codes specified by the user when disputing a transaction.

The third page of the form contains guidelines for cardholders. This section is numbered and
corresponds to the numbers in parentheses contained in the upper portion of the first page.

An example of the Government Cardholder Dispute Form is included on the following pages.
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GOVERNMENT CARDHOLDER DISPUTE FORM

INQUIRER'S NAME: (1) ﬁgrcnnls, NWS | DATE: (2) [08-NOV-2004
CARDHOLDER'S NAME: (3) [HQTCAR1S, NWS ]
ACCOUNT NUMBER: (4) 4-4-8-6-7-0-0-0-0-0-3-4-0-5-1-5

CARDHOLDER: PLEASE PROVIDE A COPY OF ANY INFORMATION/FORMS REQUESTED BELOW ALONG WITH THE STATEMENT THE
DISPUTED CHARGE APPEARS ON. PLEASE FAX TO: (605)357-2019 or MAIL TO:Citibank Government Card
Services, P.0O. Box 6125, Sioux Falls, SD 57117-6125.

This form must be filled out completely and forward to Citibank within 60 calendar days of receipt of
your invoice.

DATE: (5) [01-OCT-2004 DOLLAR AMOUNT OF CHARGE: (6

MERCHANT : (7) r\ARONS OFFICE PRODUCTS ]

CARDHOLDER SIGNATURE: (8)

Please read carefully each of the following descriptions and check the one most appropriate to your
particular dispute. If you have any questions, please contact us at(800)790-7206 or (overseas call collect at
(904)954-7850) . We will be more than happy to advise you in this matter.

(9)
UNAUTHORIZED MAIL OR TELEPHONE ORDER

| I have not authorized this charge to my account. I have not ordered merchandise by

phone or mail, or recieved any goods or services.

DUPLICATE PROCESSING - THE DATE OF THE FIRST TRANSACTION WAS I_ j

FAW The transaction listed above represents a multiple billing to my account. I only authorized one ¢
from this merchant for this amount. My card was in my possession at all times.

MERCHANDISE NOT RECEIVED IN THE AMOUNT OF $I i
{Please provide a separate statement detailing the merchant contact, and the
expected date to receive merchandise.)

‘ My account has been charged for the above transaction, but I have not
received the merchandise. I have contacted the merchant but the matter was not resolved.
] My account has been charged for the above listed transaction. I have contacted
this merchant on and canceled the order.
I will refuse delivery should the merchandise still be received.

MERCHANDISE RETURNED IN THE AMOUNT OF §$ I i

My account has been charged for the above listed transaction, but the merchandise has since
been returned. A copy of the postal or UPS recipt is enclosed.

CREDIT NOT RECEIVED

I have received a credit voucher for the above listed charge, but it has not appeared
on my account. A copy of the credit voucher is enclosed.

DIFFERENCE IN AMOUNT

F_T The amount of this charge has been altered since the time of purchase.
Enclosed is a copy of my sales draft showing the amount for which I signed.
The difference of the amount is § 55.7p

Dispute Form - page 1
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COPY REQUEST

r—T I recognize this charge, but need a copy of the sales draft for my recoxrds.

SERVICES NOT RECEIVED - Please enclose a separate statement with the date of the merchant contact and
response.

[:] I have been billed for this transaction, however, the merchant was unable to provide
the services.

PAID FOR BY OTHER MEANS

My card number was used to secure this purchase, however, final payment was made by check, cash, or
another credit card. Enclosed is my receipt, canceled check (front and back), copy

of credit card statement, or applicable documentation demonstrating that payment was made by

other means.

NOT AS DESCRIBED

[:] The item(s) specified do not conform to what was agreed upon with the merchant. (The
cardholder must specify what goods, services, things of value were received.
The cardholder must have attempted to return the merchandise and state so in
his/her complaint.)

IF NONE OF THE ABOVE REASONS APPLY:

Provide a complete description of the problem, attempted resolution and outstanding issues. Use a separate ¢
paper and sign and date your description statement.

Number in parentheses correspond to numbers on guide sheet on next page.

Dispute Form - page 2

GUIDE TO
GOVERNMENT CARDHOLDER DISPUTE FORM

Form required when disputing a charge(s).

1. Inquirer's Name: Name of individual submitting dispute, i.e., Dispute Officer or cardholder.

2. Date: Day, month and year for the day the dispute is being filed (i.e., today's date).

3. Cardholder's Name: List the name that appears on the account where the charge in dispute resides.
4. Account Number: 16-digit account number.

5. Date: Indicate the date the transaction in dispute was made.

6. Dollar Amount of Charge: Indicate the dollar amount of the transaction in dispute.

7. Merchant: Name of the merchant in the transaction dispute.

8. Cardholder Signature: Cardholder must sign.

9. Error Description: Check the box that most appropriately relates to your type of dispute.

Dispute Form - page 3
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6.2.2 Monitor/View Disputed Transactions

Information pertaining to disputed transactions may be viewed from the Disputed Transactions
(BC-608) or Monitor Outstanding Disputes (BC-625) screens. Both of these screens include
specific details such as Notes, Transaction Number, VVendor, Purchase Date, Amount, and SIC
Code with option buttons for Run Report, Note, View Dispute, ACCS, and Property data.
Monitor Outstanding Disputes (BC-625) screen is also used to reconcile disputed transactions
upon receipt of applicable credits.

6.2.2.1 View Disputes

In addition to the items listed above, the Disputed Transactions screen also includes the
Cardholder and Credit Transaction Number information. Although this screen also includes a
button to Match Dispute to Credit, that option is only available when this screen is accessed from
during the reconciliation process upon receipt of a credit. Users perform the following steps
applicable to the View Dispute menu option:

Step Action
1 Select the View Dispute (BC-608) menu option.

2 Highlight the disputed transaction

Disputed Transactions

Trans.  Credit Purchase  SIC

Mate  Cardholder ¥ “Wendor Date Arrount
jm f notcars, tiws 1534&3-5 AARONS OFFICE PRODUCTS [01-0CT-2004 %m 3
e e

Sl SN S SIS

Run Report MNote Wi Dispute ACCS Property I LEE) Diséule t Credit I

3| Click on the button to view details for the disputed transaction

stioned Items (| 0)
Cardholder Stat ¢ of Questioned Hem

CARDHOI DER MAME CCOLMT MLIMBFR TE| FEPHOME MIMBFR:

| HQTCAR15, HWS | 40515 | 301-713-2431 %124

The transaction in question is descrbed belom
FURCHASE DATE REFEREMCE # WERCHANT NAME AROUNT STATEMENT DATE
I 01-0CT-2004  |24226380081 325051675ﬂ?|nnRONS OFFICE PRODUCTS I $239.00 28-0CT-2004

Please read carefully each of the fallouing descriptions and check the one most appropriate ta your particular dispute. [f you have any questiond.
call 1 (300) 783-223% or | (316) 823-3847. Wia ill be happy 1o advise you In this marter.

Creation Date _Dispute Code Dispute Sub Code Reason “endor Cortact Date Disputed Amount
I 08-HOV-2004 I B I 1 |Transa|:tinn Amount Error 29-0CT-2004 59.75

DIFFERENCE IN AMOUNT

THE AMOUNT OF THIS CHARGE HAS BEEH ALTERED SINCE THE TIME OF PURCHASE. ENCLOSED IS A COPY
OF MY SALES DRAFT SHOWING THE AMOUHT FORWHICH | SIGHED. THE DIFFERENCE OF THE AMOUNT IS
<AMOUNT=> .
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Step Action

Click on the button to view notes applicable to the disputed transaction.

o G2

DREEEEER

Review All Notes

Name of Author

Abbrevisted Note Origin Date:
[HaTCARIS, Hws . [4 FILE GABINETS, 6-DRAWER LETTER [03-nov-20040: -
HOTCARTS, NWS . TRANSACTIOHN DISPUTED FOR INCORRECT AMOUNT 08-HOV-2004 0

=

ADD | PREVIOUS

ACCS |button to view ACCS details for the dispute

(B -1.1

d transaction.

ACCS Details Carct [40515 Type: [PURCHASE CARD  Name: [NWS HOTCAR1S

Trans Mo Reference Murmber Purchase Date
[153468-6  [24206380081325061675679  [011-0CT-2004

Status  amaunt
$239.00

b
| LN[FY Accounting Classification Code e At Taotal
14 BEM1.J80-PO0 27 04-01-02-000 20-06-0001-00-00-00-00 26-19-00-00 000000

Bl==tylailaly) CREDIT CARD PURCHASE

or.
IM\ROMS OFFICE PRODUCTS

ACCS Total $239.00

ACCS choices | Property I Vierr Disputes I Mote

Click on the button to view accountable property details applicable to the
disputed transaction.

’}’g Accountable Propert

ACCS Details
Trans Ma Reference Number Purchase Date Wenclar Amourt
153468-6 |242263Bﬂﬂﬁ1325ﬂﬁ1ﬁ?5879 01-0CT-2004 AARONS OFFICE PRODUCTS I $239.00
‘ LM Vear Accounting Classification Code Structure ‘ Gy At Total ‘
$239.00 A‘

(==L CREDIT CARD PURCHASE

Accountable Property Details

Prop  Line Accept.

Bldg.  Room
ftem Mo Mo Description Date  Manufacturer Serial Number  BarCode  Model Mumber Code umber Unit Price

Ll -

Note: Property information can also be accessed from the ACCS details screen but
only applies to transactions using a 31-## object class.
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Step Action

7 | Click on the button to generate the Government Cardholder Dispute
Form, which can be viewed using Adobe Acrobat Reader. The following is a partial
illustration of the dispute form:

GOVERNMENT CARDHOLDER DISPUTE FORM
INQUIRER'S MAME: (1)  HQTCARLS, NWE | DATE:(2) pB-FOV-2004]
CARDHOLDER' & NAME: (3) HOTCARLS, WWS |

ACCOUNT NUMBER : (4) 4-4-8-6-7-0-0-0-0-0-3-4-0-5-1-5

CARDHOLDER: PLEACE PROVIDE A UODY OF ANY INFURMATION,FORME FEGUECTED BELOW ALONG WITH THE CTATEMENT THE
DISPUTED CHARGE APPERRG CH. PLEASE FAX TO: (605)957 2019 or MAIL TO:Citibank Government Card
Zervices, P.O. Box 6125, Sioux Falls, €D E57117-6L

This form must bz filled cut complefely and forward to Citibam vithin 60 calendar days of receipt of

your involce.

DATE: (5) [01-0CT-2004 DOLLAR AMOUNT OF CHARGE: 15'\__$ 2390
MERCHANT: (7) IR_AEOIIS OFFICE PROTUCT

CARDHOLDER SIGNATURE. (8]

Please read carefully each of the following descriptions and check the one moat appropriate to your
particular dispute. If you lave any questions, please contact us at(g00)730-7206 or (overseas call collect at
(904)954-7850). We will be more than happy to advise you in this matter.

8 To print the Dispute form within Adobe Acrobat, select File — Print from the drop-
down menu or Click on the Print icon =

6.2.2.2 Monitor Outstanding Disputes

The Monitor Outstanding Disputes screen is used to view/monitor disputes and to reconcile
disputed transactions upon receipt of a credit. In addition to the items shown on the Disputed
Transactions screen, the Monitor Outstanding Disputes screen lists data by Cardnumber and
includes Property, Date Received, Status, and Matched Dispute Number information. This
screen also includes a button option for the Order Log.

Users perform the following steps applicable to the Monitor Outstanding Dispute menu option:

Step Action

1 Select the Monitor Outstanding Dispute (BC-625) menu option.

2 Highlight the disputed transaction

& Manitor Outstanding Disputes (B
Monltor Qutstanding Disputes
Cardnumbetr: m 1 of 1 rcard
& 15 Purchase =1l Date Watehed
Moo pate Wendar Amount  Code Prop. Received  Ok? Dispute Mo
Gissso] [ s esn | b Jee |8
u Il —
I r —
U | —
i | —
i | —
U r —
U r — -
Reference Mo: |24228380081 325061675879
*- Indicates a note is attached
Run Report | Order Log I Note Wiew Dispute I ACCE I Eroperty,

November 2004 10



Step Action

3 | Click on the button to view details for the disputed transaction

uestioned ltems VE 0.0}
Cardholder S of Questi 1 ltem
CARDHOL DER bAME ACCOLINT MIMBER TEL EBHOME b IMEER:
| HOTCAR1S, NS | 40515 [ 017132431 X124
The transaction in question is described below.
PURCHASE DATE REFERENCE # MERCHANT NAME AMOUNT __ STATEMENT DATE
[“01-0cT-2004  [2422638008132508167587 | AARONS OFFICEFRODUCTS | $239.00 | 28-0CT-2004

Please read carefully each of the following descrptions and check the one most appropriate to your particular dispute.  1f wou hawe any questiond,
call 1 (800) 7822233 or 1 (8167 823-3847. W will be happy to adwise you in this matter.

Creation Date _ Dispute Code  Dispute Sub Code Reason “endor Contact Date Disputed Amourt
0§-HOV-2004 I G I 1 ITransactiun Amount Error I 29-0CT-2004 I 59.75)

DIFFERENCE IN AMOUHT

THE AMOUNT OF THIS CHARGE HAS BEEN ALTERED SINCE THE TIME OF PURCHASE. ENCLOSED IS A COPY
OF MY SALES DRAFT SHOWIHG THE AMOUNT FORWHICH | SIGHED. THE DIFFERENCE OF THE AMOUNT IS
<<AMOUNT=> .

4 | Click on the button to view the order log or match an order log entry to the
disputed transaction.

Note: Please refer to Section 6.1, steps 4-10, for additional details on matching order
log entries to a transaction.

Click on the button to view notes applicable to the disputed transaction.

NOEEREER

Review All Notes

MName of Author Abbrevisted Note Origin Date
[naTcaris, Hws . [4 FILE CABINETS, 5-DRAWER LETTER [0s-nov-z004 0: -
HOTCARIS, NWS . TRAHSACTION DISPUTED FOR INCORRECT AMOUNT 08-HOV-2004 0:

ADD | PREVIOUS

6 Click on the | ACCS | button to view ACCS details for the disputed transaction.

ACCS Details carct [10515 Tyoe: [PURCHASE CARD  ame: [WWS HTCAR1S

endor Stalus amount
153468-6 |[24226350081325061675379 01-0CT-2004 IAJ\ROMS OFFICE PRODUCTS $239.00

o
| LM|F Accounting Classification Code it A it Tatal
14 BM1J50-P00 27 04-01-02-000 20-06-0001-00-00-00-00 26-19-00-00 000000

(===} CREDIT CARD PURCHASE ACCS Total m
ACCS choices | Property I Vieny Disputes I Mote

Note: Please refer to Section 6.1.1 for additional details on the ACCS Details for a
transaction.
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Step Action
7 Click on the |Property |button to view accountable property details applicable to the
disputed transaction.
"zg Accountable Proper
ACCS Details
Trans o Reference Mumber Purchaze Date Wenclor Amourt
[153468.6 " [242263800813250816 75878 01.0CT 2004 |AARONS OFFICE PRODUCTS | s23em
‘ LM Vear Accounting Classification Code Structure Gy At Total
11 J2005 |14 53M1.80-P00 27 04-01-02-000 20-06-0001-00-00-00-00 26-19-08-00 00000 ﬂA‘
J
Deseriptian
Accountable Property Details
Prop  Line Accept. Bldd.  Room
ftem Mo Mo Description Date  Manufacturer Serial Number  BarCode  Model Mumber Code umber Unit Price
|
$.00
Note: Property information can also be accessed from the ACCS details screen but
only applies to transactions using a 31-## object class. Please refer to Section 6.1.2 for
additional details.
8 Click on the | Run Report |button to generate the Government Cardholder Dispute

Form, which can be viewed using Adobe Acrobat Reader. The following is an example
of the first page of the dispute form:

GOVERNMENT CARDHOLDER DISPUTE FORM
13 [REOE ] oxmin
PR e — i

ACCOUNT WEMBER | (4] fodeBofa00-000:8-8-3-4.8.5.1.8

cAR

PUPLICATS PACCESSTN - THE TATE ©F TNE PEMST TRARMACTION Was [ ]

WERCHANDISN WOT RECEIVED IN THE AMOUNT OF §

[Plasss provide s separate statemsnt detalling the merchan: contast, asd the
wxpected date to chandiss, )

Note: To print the Dispute form within Adobe Acrobat, select File — Print from the
drop-down menu or click on the Print icon =
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6.2.3 Reconcile Disputed Transactions

Reconciling disputed transactions requires that both the disputed transaction and related credit
transaction(s) are reconciled. Credit transactions are reconciled from the Reconcile Transaction
screen and the Monitor Outstanding Disputes screen is used to reconcile disputed transactions
upon receipt of the final credit. The dispute and associated credit transactions must be
charged to the same ACCS.

Users perform the following steps to reconcile disputed transactions:

Step Action

1 On the BC605 — Reconcile Transactions screen, select the credit transaction to be
reconciled with a disputed transaction.

’4'_5! Reconcile Trans:
Reconcile Transactions
Card: [90515 1 of 1 card  Type [PURCHASECARD Mame: WS HOTCARIS
Trans  Purchase sIC Date Matched
Mote Mo Data Wendor Amount Code Prop. Raceived  Ok? Dispute Mo
I™ [153a38-1 03-0cT-2004  [STAPLES | $1.91 [543 [ 5 |jo-o0 2
I¥' [153468.5 [05-0cT-2004  [BUVCOMP.COM [ 515500 [r302 [ [0
el 153101 |01 ocr 201 aawons orrice provucts | ——sars st M [bv.octzndlfTMlso |
I7 [153a68.8 [l1-0CT-2004  [OFFICEDEPOT | 450374 [s251 | | u (oo
" [153468-1:[20-0cT-2004 STAPLES $15.00 |9399 [ | H |jo-0
r [1563468-1:20-0CT-2004 A-1 cABLES - CONHECTICUT $1,195.00 [s999 [ H |jo-0
I [153968-1:[21-0cT-2008 A1 cABLES - MARYLAND $2,390.00 [5999 [ H (jo-0
r r
-
Reference Mo: [24270760081208521255785
Order Log | Iote I Unrmatety Dispute I ieyy Nispute I ACCS | Propert
By reconciling sny purchase | am verifying that the purchase price was, to the best of my knowledge, fair snd reasonable.
Furthermare, | have recelved the proper prior approval for this purchase.

2 Click on the button and enter a note with a reference to the disputed transaction.

3 If a separate order log entry was created for the credit, click on the button
and match the transaction.

Note: Please refer to Section 6.1 (steps 4-11) for additional details pertaining to matching
a transaction to the Order Log.

4 Click on the button to view ACCS details and enter any applicable changes.
The transaction is automatically charged to the default ACCS, unless another ACCS was
specified on the order log and matched to the transaction or changes are entered at this
point in the process.

Note: Users have two options for modifying the ACCS. For additional details pertaining
to modifying the ACCS, please refer to Section 6.1.1.1 to utilize the | ACCS Choices|
button or Section 6.1.1.2 to modify the ACCS directly from the Accounting Classification
Code field.

5 If modifications were made to the ACCS data, click the &l save icon.
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Step

Action

6 Double click in the Matched Dispute No. field to open the Disputed Transactions screen.
’zg Disputed Transactions
Disputed Transactions
" carhal Trans.  Credit Ve Purchase  SIC N
ote ardhalder B endor Date rnount
) horcanss s Mowapa] |AARows oFricE Proucrs Jotoct uea Jasto | 25300 B
-
-
-
-
-
-
Run Report Mote “ievy Dispute ACCS Property I@
7 Select the disputed transaction applicable to the credit.
8 Click on the| Match Dispute to Credit |button to match the transactions.
9 Click on the button to acknowledge the REBE P
: : : : R her t ile this dispute ifthis is the last
reminder to reconcile the disputed transaction Q oy et T SR TS [ e 58
upon receipt of the last credit.
10 » Click on the N in the OK? Field to open the Status Codes pop- |
up' STATU... |DESCRIPTION j
» Double-click on Reconciled or E—CET—
Select Reconciled and click on the| OK | button. ﬂ -ul
11 Click the &l Save icon to complete the reconciliation process for the credit transaction and
forward it to the Approving Official.
Note: The process is not complete until both the credit and disputed transaction have
been reconciled.
12 Select the Monitor Outstanding Dispute (BC-625) menu option.
13 Select the disputed transaction related to the credit

Monitor Outstanding Disputes

Cardnumherm 1 of 1 card

* Trans Purchase sic Date Matched
Moo pate endar Amount  Code Prop.  paceived  Ok? Dispute MNo
s [ enorlsn |8 B
um ] T i

- r

- r

r r

(i o

U o

l_ o =
Reference No: I2422538008132§UE1E?58?3
* - Indicates a note is attached

Run Report | Order Log | Mate Wiew Dispute ACCE | Erapety |
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Step Action
14 » Click on the D in the OK? Field to open the Status Codes pop- O
Up. STATU. DESCRIPTION j
» Double-click on Reconciled or
Select Reconciled and click on the| OK | button. J -’—I
15 Click the %l Save icon to complete the reconciliation process for the disputed transaction.
Once a transaction has been reconciled, it is automatically forwarded to the Approving
Official and does not appear on the Reconcile Transaction screen.
Note: If an Approving Official disapproves a transaction, the status reverts to Not
Reconciled and will show up on the Reconcile Transaction screen with the additional note
required by the Approving Official upon disapproval of a transaction.
16 Click on the button to acknowledge the message that the transaction is complete.
Q FR-40400: Transaction complete: 1 recards applied
and saved.
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